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Personal Letter

Kompetensi Dasar

4.6.1 menangkap makna secara kontekstual terkait fungsi
sosial, struktur teks, dan unsur kebahasaan teks
khusus dalam bentuk surat pribadi terkait kegiatan
diri sendiri dan orang sekitarnya.

menyusun teks khusus dalam bentuk surat pribadi
terkait kegiatan diri sendiri dan orang sekitarnya,
lisan dan tulis, dengan memperhatikan fungsi sosial,
struktur teks, dan unsur kebahasaan, secara benar
dan sesuai konteks

Tujuan Pembelajaran

1. Menangkap makna secara kontekstual terkait fungsi

sosial, struktur teks, dan unsur kebahasaan teks
khusus dalam bentuk surat pribadi terkait kegiatan
diri sendiri dan orang sekitarnya.
Menyusun teks khusus dalam bentuk surat pribadi
terkait kegiatan diri sendiri dan orang sekitarnya,
lisan dan tulis, dengan memperhatikan fungsi sosial,
struktur teks, dan unsur kebahasaan, secara benar
dan sesuai konteks.
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Letters are not only written to inform but
To strengthen the bond between two
people writing to each other.
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Some useful expressions for letter
writing,

++ Gratitude
- I'rm jusUwriling Lo Lhark you [or ...

- It was very kind of you to ...
- Thanks very much for ...

- | am very grateful for ...

4 Giving advice
- well, 1 thought about it and if | were you, | would .
- Have you thought about ...
- In your last letter you said you weren't sure what course of action to take, |
suggest ...

- | think you shouldn't ...
- In your last letter you asked me about ..., | think ...

%+ Delivering good news
- I'm sure you will be happy to hear that ...
- By the way, did you know that ... ?

- OMG!! You'll never guess what happened!
- | am totally ecstatic to hear about ...
- | was happy beyond limits to read that ...

4+ Delivering bad news
- I'm sorry but | have to tell you that ...
- Bad news, I'm afraid but no way to avoid it, so here it goes ...
- I'm extremely sorry to hear that ...
- It was heart wrenching to read about ...




%+ Asking for help
-1 wonder if you could help me.
- | hope it's not too much to ask about...
- | wonder if | could ask you a favor. Could you...?

% Apologizing
-l would like to apologize for...
-I'm so sorry that...

-Words are not enough to erase the pain | have given
you but | want to say how sorry | am for..

Structure of Personal Leter

. Sender’s address: place where you are writing
2. Date : Jakarta, August 23rd 2014 (sometimes it is omitted)

. Greeting : usually starts with the word “dear,” followed by name of the
recipient, and it ends with a comma; Dear Hiroshi,

. Introduction : this is the opening of a letter. It usually in the form of greeting
such as “How are you.” Sometimes you may refer to a previous letter. For
example, “As you asked in your last letter, I'm going to tell you about ..."

. Body of the letter : the main part of the letter, includes the message that the
writer wants to tell to the recipient.

. Closure : this is where writer usually says something to end the message. For
example, “bye now.”

. Complimentary close : a short expression before signature; it ends with a
comma. For example, “Best regards,” "Sincerely Yours.”

8. Signature : the signature of write




Parts of Personal Leter

18720 L fnrvet S
Toraania, CA 91356

Seplember 8, 2007

e

Dear fasming,

Hi, how are things going! | fust gor back fromm my vacalion in Aleska, | had
& realfly grodd thme wAth re farmity: First, we e on Delta Alrfines fram Eow
Angelss fo Vancouver, Canada. I war s cooll My mom had ta geof o of ws
ks Dassporis and stufl ike four months in advance because Canada i a
whole ofher <o re. Wk goend the nighl in Vncouver and went fo the
crulve ship the next day in time for luneh,

Man, the crudee sfhip war hunongows and speciaculer. Cnce we god onboard
we wen! Sraght (o our room, It W e, My mom and dad had ther
bediroom with an enormous bed. Me and Rick shared & bediroom hat had a
bunk-bed, & drester and @ mirros el Lofiie Andird e W $he 1008
bed The room A a feare porthole window and a ledipe wihere you ¢

o and Jook eunt over the ocean. Th oom had a hower and a roflst
that made a round e & could suck you down and it you owt Imlo the
S

Wil 1 gen’t wans ro il vou everyihing. U sove the rest for whan we sop =
Al olfver face-Lo-Iace

.

4. CLOSING
{Love, Your friend, etc)

Types of Personal Letters

Family Letters

Love Letters

Pen Pal Letters

Personal Business Letters
» fans mail,
* farewell letter
* thank you letter
* congratulation letter, and
* condolence letter.
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Language Feature of Personal Letters

Sentences Structure:

O Using various tenses such as present tense when tell about event
at present time, past tense to tell about the past event, or future
tense to tell the writer’s intention. It depends on what the writer
talks about.

J Using contracted form; I'm, It’s, etc.

d Using pronouns to replace repeated nouns; it, you, them, your, etc.
d Using linking words; and, but, so, because, etc.

d Using active voice

QSlang language can be used

Style:

 Language use may be personal like first and second person
pronouns

J Friendly

J Use person’s name you are writing to

J Write the letter naturally and in conversational style
dMake your personality feels nice in your writing
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Example of Personal Letter

35 Senggigi Raya
Lombok
75009 N usa Tenggara Timur

—= Date |

12" Ja nuary 2014

4o —>| Address |
My Dear Lovely Siti, BeowricpHramat

—» Salutation |

2 - =
P < | :
Hellol — | Grf-‘ﬁ*_'-'_l_ljg_i | A— _-_;.l Introduction \

Hosar aire you, sweetie? | know you are angry with me because |

[ am writing to you after a long time. | am so sorry, please forgive me.
You kmow we are in Lombok right now. It 5 so beaurtiful beyond
imagination. | am writing to you from this really cute little café on the
Senggigi beach: As you know, mum loves shopping so she went and
will be gone for hours. Itook a rain check from shopping and decided
towrite toyouw hile | enjoy mycupofcoffee.

You know yeste rday we we ntto Gili Nanggulsland; tis a beach
on the southwest of Lombok. The place is awesome. It is sobeautiful |
couldn't believe my eyes. There are beautiful coral reefs everywhere.
Wewent for snorkeling and we saw most amazing fish ever 1 wish you

The Content of the letter

were here: itwould have been much more fun,
Mum's making sure we don't miss any sight in the whole city,

sowe've practically been evenypwhere.

| pot togo, mumis here. | will see you scon.
b

~——! Clasure

Lotsoflowe el
¥ e |
XOX0 T — Closing

lana——— | Signature

P.5. I'm bringing you lot of souvenirs and pictures!!
e 3 Postscript

T —————————— ——— —— — —— —— — ——— — —— — ———— ———————— — ———— ——— ——— T —————

e ——— e —— T —— T — —— W —— W T — e T — i W T — e e w—— e p—"— " —
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Post Reading. Write down things you do not
understand about the material!
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